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19010 INTRODUCTION

The procedures detailed in this section constitute management’s requirements and the
minimum standards of how to conduct day-to-day audit activities when using the procedures
associated with PASS. Use this as a reference tool.

Please note that this section should not be used as a “step by step” guide. A variety of “How
To” resources such as the PASS Desktop Help functionality, PASS Tips and the ABTS Help
Desk are available for step by step instructions.

PASS provides many benefits. Data analysis will aid in defining the scope of an audit in a
timelier manner and assist in developing more effective strategies for the audit. PASS also
provides for better case management and will help streamline the audit process.

The PASS Operating System has replaced ACMS with the Management Information Reports

(MI Reports). By doing so PASS will be utilized as the Time Reporting and Inventory Tracking
System for the entire MSA Audit Program. While it is recognized that PASS does provide for

some latitude as to how to work audit cases within the system, the fact that PASS will be used
to account for time and track inventory will require a higher degree of uniformity.

The information provided in the Franchise Tax Board's internal procedure manuals does
not reflect changes in law, regulations, notices, decisions, or administrative procedures
that may have been adopted since the manual was last updated.
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19020 WORKING CASES IN PASS
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NOTE: ((* * *)) = Indicates confidential and/or proprietary information that has been deleted.

The information provided in the Franchise Tax Board's internal procedure manuals does
not reflect changes in law, regulations, notices, decisions, or administrative procedures
that may have been adopted since the manual was last updated.
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19030 CREATING CASE UNITS
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The information provided in the Franchise Tax Board's internal procedure manuals does
not reflect changes in law, regulations, notices, decisions, or administrative procedures
that may have been adopted since the manual was last updated.
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NOTE: ((* * *)) = Indicates confidential and/or proprietary information that has been deleted.

The information provided in the Franchise Tax Board's internal procedure manuals does
not reflect changes in law, regulations, notices, decisions, or administrative procedures
that may have been adopted since the manual was last updated.
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19040 CASES CREATED IN ERROR
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NOTE: ((* * *)) = Indicates confidential and/or proprietary information that has been deleted.

The information provided in the Franchise Tax Board's internal procedure manuals does
not reflect changes in law, regulations, notices, decisions, or administrative procedures
that may have been adopted since the manual was last updated.
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19050 REQUESTING RETURNS
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The information provided in the Franchise Tax Board's internal procedure manuals does
not reflect changes in law, regulations, notices, decisions, or administrative procedures
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NOTE: ((* * *)) = Indicates confidential and/or proprietary information that has been deleted.

The information provided in the Franchise Tax Board's internal procedure manuals does
not reflect changes in law, regulations, notices, decisions, or administrative procedures
that may have been adopted since the manual was last updated.



CALIFORNIA FRANCHISE TAX BOARD
Internal Procedures Manual Page 9 of 44
Multistate Audit Procedures Manual

19060 TRANSFERRING CASE UNITS
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The information provided in the Franchise Tax Board's internal procedure manuals does
not reflect changes in law, regulations, notices, decisions, or administrative procedures
that may have been adopted since the manual was last updated.
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NOTE: ((* * *)) = Indicates confidential and/or proprietary information that has been deleted.
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19070 WORKING CASE UNITS WITH DIFFERENT CASE TYPES
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NOTE: ((* * *)) = Indicates confidential and/or proprietary information that has been deleted.
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19080 ACTIVATING THE BETS NOTIFICATION FLAG
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NOTE: ((* * *)) = Indicates confidential and/or proprietary information that has been deleted.
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19090 CHECK IN AND CHECK OUT
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19100 EVENT LOG
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* % %

NOTE: ((* * *)) = Indicates confidential and/or proprietary information that has been deleted.
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19110 CASE UNIT — KEY DATES

R S B I S i i i I I S I b S S S I S e e b e i I S S I e e e e S S S SR SRR S S S S 4

R S I R R I S S SR

*
*
*
*
*
*
*
*
*
*
*
*
*
*
*
*
*
*
*
*
*
*
*
*
*
*
*
*
*
*
*
*

*
*
*
*
*

kkhkkhkkhkhkhhkkhkhkrkkkhkkhkhkhkhkk*

*
*
*
*
*
*
*
*
*
*
*
*
*
*

R R R R I I I I I T I I I I I T O I I I I I I T T O I T T TTTTTr
R R R I I I
R R R R I I I I T I I I I I o O I I I I I I T T O I T T TTTTTr
R R R I I I I I
R R R R I I I I I I I I I O I I I I I T T O I T T TTTTTr
R R I I I I ™

*

* * % K hkk Kk kkhkhkkhk kA Kk hkhkkk ok Kk Kk*k

*kkkhkkhkkhkhkhkhkhkhkrkkkkkhkk*k

R I S I

*kkkkkhkkhkhkkkkkk*x

R E R S S S S S b b b IR I I S S b

*kkkhkkhkkhkhkhkihkhkkkkkkhkk*k

R S S S b i S S S S S R Rk

*kkkk kK khkk*k

E R R R I A I R I B I A A A A B A A S B R A A R I I I I R I I I
kkhkkkhkkhkkhkkhkkhkhkhkhkhkkhkhhkhkkhkhkhkhkhkhhkkhhhhhhkkhhkhhkhhkhhkhhkhhkhhkhhkhhkhhkhhkhkhkhhkhkkkk*k

R S S S S b e b S R S S I R R S S S S e b S S S S

EE R S S I S i i S I I I S I b e b S S S I S e e b e S S I S R e e e S S I I S e S e S S S S 4

R b S R i S S I S i b S R I I S e S B

R S B S S i i i I I I S I e i e b S S S S R R R e b i i I S S R R e e i e S S R i S S S S 4

The information provided in the Franchise Tax Board's internal procedure manuals does
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R S B S S i i S I IR I S I e e i e b S S S S e R R S S e e e T S S S I e i S R

R S S R kS S S S e b SR S I e S e R I

R R R I A S R I A A A A A A A S B R R B R I A B I R I I
EE S S S S S S I I I S R I I S S S I I I

kkhkkkhkkhkkhkhkhhkhkhkhkkhkkhkkhkhkhhhkhhhkrkhkkhkkhkkhkhhhkhkhkhkhkhkkhkkhkkhkhkkhkhkhkhkhkhkhkkhkkhkkhkkhkk*k

R S B I S S i i S I I I S I e e e b S S S I S e e b e S I S S e e e I S S S SRR S S S S 4

° kkhkkkhkhkkhkhkhhkhkhkhkkhkkhkkhkhhhhhkhkhkhkhkkhkkhkkhhhhkhkhkhkhkhkkhkkhkkhkhkhhkhkhkhkhkhkkhkkhkkhkkhkhkhkhkkhkkKhkKk*k

*kkkhkkhkkhkhkhkhkhkhkkkkkhkk*k

° R I I S S I S S S S I S e I S S I S

* k *k k%
* * * * * * * * * * % * k% k% % * * * * * * * *
* * * * * * * * * * * * * * * * * * k k%

EE R S B S S S R S S S e e b S S S S e e I IR S S e e I e S S I e i O R

R b S R S S S i e b S R R S I I R e S R R

R I S S S e e i S S S S S S R R e e e S S R S I R I IR S b e e S S S Y

R S S I S b i S S I I S I e e b e S S S S e e b e S S S S R SRR R e e S S S S S

R S B S S b i I I I I S e e e b S S S S S S ORI I S S S R e e e I e S S I e i

R b S R S S I I e S S S R S R i R Rk e S R

The information provided in the Franchise Tax Board's internal procedure manuals does
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R R S S Rl S I S e S S S R S e R

R I S S S i i R S I S I e e b e b I S S I b e e e b S
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R R b S R S S I S i b S S Rl S I I S R R i R S I S i S

EE R S S S S S S S S S R S S S

* * % *k kk k k% *k kkkk k%%
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* * k k k k%
*k kK kK k% * Kk kK k k%
*k kk kK %k EE R S S S b b i S R S S R
* k k k% *k kk Kk k%
* % % % *kkkhkkhkkhkhkhkhkhkkkkr*x
*k kk k k% kkkkkkhkkkhkkkhkkkk*%x
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*k kkk k% R R S S S S I b b b S S I S S S
* k k k% kkkkkhkkhkkkhkkkhkkkkk*k
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19120 GENERAL INFORMATION WINDOW
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*
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*
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*
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*
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*
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*

*

*
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*

* *k x x %
° ER IR S b R S
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° R S I S S R S S S b I IR S i e e S R S
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[ ]

° EE R S S I e i S S S S S S S R Rk S S S S S R S S

° *k kkk k%

° R I S S b b b S S I I I e b Sk i b S S S S b

° *kkkkkkkk*%

° R S I S S S S S I S S R I I S S S S S
*k kkk k%

° R R I S S S b b b b b I I I S S b
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*khkkkkkkkkhkhkk*k*k | R S S S S S S S

kkkkhkkhkkhkhkhkhhhkhkhkkhkkhkkhkkhkhkhhkhkhkhkhkhkkhkkhkkhkhkhkhkhkkhkkhkk*kx

EE R S B I S I I e e S S S S e I S IR B A e S S S S

EE R S B S S b b b S S I S 4

R S S S S b b b b S I IR I S I i b b b e b S S S S S S S R e e S S S e b e b e S S S S R e e i S S S

* k% %
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19130 TASK PLAN

R S A S SRR S S S b S
kkhkkkhkhkkhkhkkkhkhkhkhkhkkhkhkhkhhkhkhkhhkhhkkhhhhhhkhhkhhkhhkhhkhhkhhkhhkhhkhhkhhkikhkihkhkkhkhkkkkk*k
EE R B B SRR S S S S SR S
*kkkkkkkhkkkhkkkkkk*k

I I N S S S B I R S I S S S S I S S S R I I I

R S B I S S i i i I I I S I e e e b S S S I S e e e i S I S S e e e S S I I I e S e S S S 4

R b R R I S S I I R b S R e R

R S B I S S i i S I I I S I I e b e b S S S I e e b e i S S S R R S S S I S i i S S

* %

* k k k% *k kkkk*k*

Kk kkkk*k*k*x kkhkkhkkhkhkhkkhkhkhkhkkhkkhkkhkkhkhkrhkhhkhkhkhkkhkkhkkhkhkhkhkkhkkKhkkhk*x
EE R I I S S S I R
kkhkkhkkhkhkhkkhkhhkhkkhkkhkkhkkhkhkrhkhhkhkhkhkkhkkhkkhkhkhkhkkhkkKhkkhk*x
E R S I S S S S I I R
kkhkkhkkhkhkhkkhkkhhkhkkhkkhkkhkhkhkrhkhkhkhkhkhkkhkkhkkhkkhkhkhkhkkKhkkhk*x
E R I I S S I I R
Kk kK kk*k*

kkkkkkkhkkhkkhkk*x E R S I S S S I I R
Kk kK kkkk*k*
kkhkkhkkhkhkhkkhhkhkhkkhkkhkhkhkhkrhkhkhkhkhkhkkhkkhkkhkhkhkhkhkkKhkkhk*x
EE R S I S S S I I I R
kkhkkhkkhkhkhkkhkhhkhkkhkkhkhkhkhkrhkhhkhkhkhkkhkkhkkhkhkhkhkkhkkKhkkhk*x
E R I I S S S I I B S S R
kkhkkhkkhkhkhkkhkhkhkhkkhkkhkkhkhkhkrhkhhhkhkkhkkhkkhkkhkhkhkhkhkKhkkhk*x
LR I I S S S

kK kkk*k*k*k*k*%x kkhkkhkkhkhkhkhhhkhrkkhkkhkkhkkhkkhkhkhhhhkhikhkkhkkhkkhkkhkhhkhkkhkkx
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R R S S Rl S I S e S S S R S e R
R B A S SRR S S S S S
R S S R S I S e b R b SRR I

*k k k k%

R S S S S i S I R I S I e e e b S S S S S R R R S S S S e e e i S S S R SRR S S S 4

* *
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19140 ELECTRONIC WORKPAPER FILES

R S B I S i i i I I S I b S S S I S e e b e i I S S I e e e e S S S SR SRR S S S S 4

R R S R S I S SRR I S b S R

R SR B S IR e

* % % kkhkkkhkkhkhkhkkkk*k*k

* % % R I S I S S S S

*kkkkkkk*k* * % % LR S S b b e b S S S i R R I S S b
* % % kkkhkkkkkhkhkhkhkkhkkhkkhkkhkkkk*%x

* % % R S S S b b e S S S S R R S I S b e e S S
EE R I I I S S B I B R S S B

*xkkkkkkk*k* kkkkhkkhkkhkhhhkhkhkkrkkhkkhkkhkhkhhhhikhkhkkhkkhkkhkhkhkhkkhkhhkkkkhkk*k
R S S S b b b S S IR I S I i i b e b S S S S S S e e b S
kkkkhkkhkhkhkhhkhkhkkhkkhkkhkkhkhkhhhhkhkhkkhkkhkkhkkhkhkhkhkhhkkkkhkk*k
R S S S S b b b S S IR S S i i b e b e S S S S I S IR
kkkkhkkhkhkhkhhkhkhkkrkkhkkhkkhkhhhhhkhkhkkhkkhkkhkkhkhkhkhkkhhkkhkkkhkk*k
R S S S b b b S S N I S I i i b b b b S S S S I S b b e S
R R S S I IR I I S

*k kkk k% kkkkhkkhkkhkhkhhkhhkrkkhkkhkkhkkhkhkihhhrkhkhkkhkkhkkkhkkhkk*k * % k% *
EE R S S S S b b b b * * * * * * *
*kkkkhkkkhkhkkkkkkk*k * k x k% * % * * * * * % k% %
Kk kkhkkhkkhkhkkk*kkkx

*k kk Kk k% R I S B I I I S I I I e S S
EE R S S S S b b b b * * kkhkkhkkhkkrkkrkhkrKhkkkkhkkh*k
*kkkkhkkhkikhkkkkkkk*k * k k% %

R I S S S S I S S I

NOTE: ((* * *)) = Indicates confidential and/or proprietary information that has been deleted.
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19150 CROSS REFERENCING WORKPAPERS

R S A S SRR S S S b S
ER IR S I B e e e R * * * * * * * * * * * % *
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*
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* % F ¥
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* % * ¥
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* % * ¥
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* % F ¥
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*
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*
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*
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R R S S Rl S I S e S S S R S e R
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R S B S S I I B e S S S S S S R S B B e S B
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19160 OUTGOING CORRESPONDENCE
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19170 INCOMING CORRESPONDENCE
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19190 WORKING TEAM AUDITS
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19200 INFORMAL REVIEW
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19210 FORMAL REVIEW
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19230 FOLLOW-UP FLAG PROCEDURES
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